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The Library Assessment Management Framework supports staff in the management and communication of an 
assessment activity, i.e. reviews, surveys, usability testing, service investigations, etc. The framework is designed to 
help assessment activities succeed through a defined, repeatable and consistently well-managed process. Guidance 
is taken from the Library Executive Management Team (EMG) manager as to when an activity should be managed 
through this framework. It is recommended that the Policy Planning and Evaluation Librarian (PP&EL) is consulted as 
early as possible in planning an assessment. 






•This teases out key information around the assessment
•There should be a clear idea of what will be achieved from the assessment
•Methods and analysis should align with the aim of the assessment
•Signed off by the EMG manager before further planning is undertaken
Plan
•This helps to clarify and define the assessment
•Include the what, when, how and who of the assessment
•The plan is submitted to your EMG manager via the PP&EL
•Once the plan is approved it becomes a living document and acts as a guide to the 
assessment
•The EMG will determine if it is to be included in the project register
Report
•This should include enough information so that others can understand what took 
place and what was learned from the assessment
•It needs to be clear that processes are valid, reliable and repeatable




•This is an abridged version of the full report. It can be used for communicating with 
the EMG
•It should be clear that the methods and analysis aligned with the aim of the 
assessment
•Information included should support the recommendations.
 









This form helps to tease out key information around an assessment of a service, or an aspect of a service. There 
should be a clear idea of what will be achieved from the assessment. Methods and analysis should align with the 
aims of the assessment. It is recommended that you consult with the PP&EL as early as possible in the process. 
The guidance is for suggestions, you can add more information if you think it is needed to help others understand. 
Note: This form is to be completed in black font. All grey and red guidance notes must be removed prior to 
submitting this form. 
Name Provide a brief title for the assessment in two or three words. 
Description Provide a brief description, describing the assessment in one or two sentences. 
Stakeholders Identify any stakeholders that would benefit most from this assessment. 
EMG Sponsor Name the EMG manager who would be responsible for the assessment. 
Assessment Owner 
Name the Library staff member who would be responsible for the management and 
completion of the assessment. 
Funding Indicate how you anticipate the assessment will be funded. 
Estimated Start & End Indicate when you expect the assessment to begin and be completed. 
Strategic Alignment Identify the Strategic imperatives and Measures of success that this assessment aligns to. 
Issue 
REQUIRED – Identify the matter that will be investigated 
GUIDANCE – Explain the issue and the gap in existing evidence. 
Background 
REQUIRED – Provide a brief explanation of the service and what led to the issue 
GUIDANCE - Describe the context, who the stakeholder(s) are, what is the impact on them and why is addressing 
this issue important. 
Research Question(s) 
REQUIRED – List the questions that the assessment will seek to answer 
GUIDANCE – Turn the issue being examined into questions that the stakeholders may have about the service. 
Identify the main question and any supplementary questions. 
Approach 
REQUIRED – Detail what information is required to answer the questions, from where will it be sourced and how 
it will be collected and analysed 
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GUIDANCE – Identify where and when the information will be collected. List possible constraints, potential bias 
and ethical issues that will need to be considered and indicate how these will be addressed.  
Costs 
REQUIRED - Note anything known or what can be reasonably expected in relation to the cost of this assessment 
GUIDANCE – Include approximate staff time in hours, additional expenses and any incentives required. 
 
Use of findings 
REQUIRED - Explain how the information gathered will be used to address the question(s) 
GUIDANCE –  Indicate how the new evidence will be used to address the issue under assessment. 
 
Your name 














This form is completed once the EMG manager has considered the assessment proposal and has confirmed that 
further planning work can be undertaken. Details for the proposal should be included here and extended to help 
to clarify and define the assessment. You should consult widely to gather information that will be helpful in the 
assessment. It is recommended that you consult with the PP&EL throughout the assessment activity. The 
guidance is there for suggestions, you can add more information as required. 
Upon approval this plan becomes a living document and should act as a guide to the assessment. Amendments 
and new information should be noted in revised versions of this plan, which are then shared with those involved. 
Note: This form is to be completed in black font. All grey and red guidance notes must be removed prior to 
submitting this form. 
Name Provide a brief title for the assessment in two or three words. 
Description Provide a brief description, describing the assessment in one or two sentences. 
Stakeholders Identify any stakeholders that would benefit most from this assessment. 
EMG Sponsor Name the EMG manager who would be responsible for the assessment. 
Assessment Owner 
Name the Library staff member who would be responsible for the management and 
completion of the assessment 
Funding Indicate how you anticipate the assessment will be funded. 
Supporting documents Documents that provide additional information for the assessment 
Issue 
REQUIRED – Identify the matter that will be investigated 
GUIDANCE – Explain the issue and the gap in existing evidence. 
Background 
REQUIRED – Provide a brief explanation of the service and what led to the issue 
GUIDANCE - Describe the context, who the stakeholder(s) are, what is the impact on them and why addressing 
this issue is important. 
Research Question(s) 
REQUIRED – List the questions that the assessment will seek to answer 
GUIDANCE – Turn the issue being examined into questions that the stakeholders may have about the service. 
Identify the main question and any supplementary questions. 
Use of findings 
REQUIRED - Explain how the information gathered will be used to address the question(s) 
 
Page | 5  
 
GUIDANCE –  Indicate how the new evidence will be used to address the issue under assessment. 
Topic Scope 
REQUIRED – List the information that is required to answer the question(s) and what is out of scope 
GUIDANCE – Include what the assessment will and will not cover. 
In Scope Out of Scope  
  
Data Collection 
REQUIRED – Outline what data sources and collection methods that will be used. The methods must be valid, 
reliable and reproducible 
GUIDANCE – Include from where and how the data will be collected. Identify if the collection method needs to be 
tested, for example how will you confirm that the wording of the survey questions glean the information that you 
are expecting? Confirm if a sample will be used and how this will be selected. Note any ethical considerations and 
how these will be managed. 
Data Analysis 
REQUIRED – Identify how the data will be analysed and verified 
GUIDANCE – Explain the methods that will be used to analyse and verify the data. Include how bias will be taken 
into account and how the data analysis will be checked. 
Data Management 
REQUIRED – Indicate that the metadata for the data collected in this assessment has been described in the Library 
data register  
GUIDANCE – Provide a brief description of the data and include the links to where the data is stored. 
Schedule of Key Deliverables 
REQUIRED – Provide a summary of the key milestones of the assessment 
GUIDANCE – These are the main tasks that you expect to complete as part of the assessment 
Please note: The milestones below are the absolute minimum required. 
Milestone/Deliverable Estimated Date 
Estimated start  
Proposal approved   
Plan approved  
Data Collection undertaken  
Data Analysis undertaken  
Report completed  
Summary Report completed  
Schedule of Data Collection and Data Analysis 
REQUIRED – List the tasks required for the data collection and data analysis, who will be the owner, and what are the 
estimated delivery dates 
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Data Collection work package 
Tasks for data collection  Owner Delivery Date 
  DD/MM/YY 
Data Analysis work package 
Tasks for data analysis Owner Delivery Date 
  DD/MM/YY 
Key Personnel 
REQUIRED – List personnel that will be critical to the assessment and identify when you will need them 
GUIDANCE – You may also put generic roles here if you don’t have a specific person in mind, e.g. external data 
analysis required for 4 hours, or data collection required for 3 days. 
Please note: You need to have approval for these people to join the project. 
 
Name, Position Project Role Expected Effort Expected Duration 
   DD/MM/YY – DD/MM/YY 
Issues and Risks  
REQUIRED – List issues and risks that have been identified in planning and include how these will be managed 
GUIDANCE – Identify what is or could affect the assessment. Include any known limitations and interdependencies 
and how these may be mitigated. 
 
Issue / Risk Resolution / Mitigation  
  
Costs 
REQUIRED – Provide a rough estimate of the funding that is required for the assessment and specify the expected 
source of the funds 
GUIDANCE – If costs are not known, see the EMG manager for this information. 
Any Further Information 
REQUIRED – Detail any further important information that hasn’t been identified elsewhere in this document 
GUIDANCE – As a final check, read through the document and ensure all the required information is included. 
 
Your name 
Assessment owner / Job title 
Date 
 
Document Revision History 
Version # Date Description 













This is a full report and should include enough information so that others can understand what took place and 
what was learnt from the assessment. Details from earlier planning documents should be included here and 
expanded upon with information from the assessment. It needs to be clear that the assessment is valid, reliable 
and repeatable. 
Note: This form is to be completed in black font. All grey and red guidance notes must be removed prior to 
submitting this form. 
Name Provide a brief title for the assessment in two or three words. 
Description Provide a brief description, describing the assessment in one or two sentences. 
Stakeholders Identify any stakeholders that would benefit most from this assessment. 
EMG Sponsor Name the EMG manager who was responsible for the assessment. 
Assessment Owner 
Name the Library staff member who was responsible for the management and completion 
of the assessment 
Supporting documents Documents that provide additional information for the assessment 
Issue 
REQUIRED – Identify the matter that was investigated 
GUIDANCE – Copy over details from planning documents. 
Background 
REQUIRED – Provide a brief explanation of the service, what led to the issue being investigated 
GUIDANCE - Copy over details from planning documents. 
Research Question(s) 
REQUIRED – List the questions that were investigated 
GUIDANCE – Copy over from planning documents the main question and any supplementary questions. 
Topic Scope 
REQUIRED – List the information that was required to answer the question(s) and what was out of scope 
GUIDANCE – Include what the assessment did and did not cover. 
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Approach 
REQUIRED – Provide details of the data sources, collection methods, analysis and verification that were used 
GUIDANCE – Include enough information so that others could repeat the process. It should be clear that by 
repeating the analysis that others will get the same interpretations from considering the data. Note any ethical 
considerations, and potential bias and how these were managed.  
Findings 
REQUIRED – Identify the findings that align to the research question(s) 
GUIDANCE – What new evidence do you have as a result of this assessment. Be transparent about any gaps, 
uncertainties and limitations. Provide sufficient details so as to support the opportunities included below. Do not 
include information that is out of scope. 
Opportunities 
REQUIRED – Identify the opportunities there are for the Library to apply the new information obtained from this 
assessment 
GUIDANCE – The opportunities must be realistic. Note if more information is required or if issues need to be 
monitored further. Include what needs to be referred to another department and fed back to stakeholders. When 
this report is submitted these opportunities will to be discussed with your manager, from which recommendations 
will be made. 
Lessons learned 
REQUIRED – List lessons learned from carrying out the assessment 
GUIDANCE – Include what would you do differently next time. Include anything learned that is out of scope of the 
assessment. 
Appendices 
REQUIRED – Add documents associated with the assessment that are relevant to the findings 
GUIDANCE – Include questionnaires, tables, graphs and relevant descriptive analysis. 
Document Management 
REQUIRED - Provide details of where the files associated with this assessment are stored 
GUIDANCE – Include links to where the documents and data are stored. 
 
Your name 
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Assessment Name 
Assessment Executive Summary 
 




This is an executive summary of the full report. Details should be copied from the full report and abridged as 
required. Include information to support recommendations. 
Note: This form is to be completed in black font. All grey and red guidance notes must be removed prior to 
submitting this form. 
Name Provide a brief title for the assessment in two or three words. 
Description Provide a brief description, describing the assessment in one or two sentences. 
Stakeholders Identify any stakeholders that would benefit most from this assessment. 
EMG Sponsor Name the EMG manager who was responsible for the assessment. 
Assessment Owner 
Name the Library staff member who was responsible for the management and completion 
of the assessment 
Supporting documents Background documents that provide additional information for the assessment 
Issue 
REQUIRED – Identify the matter that was investigated 
GUIDANCE – Copy details from the full report. 
Background 
REQUIRED – Provide a brief explanation of the service, what led to the issue being investigated 
GUIDANCE – Copy details from the full report. 
Research Question(s) 
REQUIRED – List the questions that were investigated 
GUIDANCE – Copy details from the full report; the main question and any supplementary questions that were 
investigated. 
Topic Scope 
REQUIRED – List the information that was required to answer the question(s) and what is out of scope 
GUIDANCE – Copy details from the full report. 
In Scope Out of Scope  
  
Approach 
REQUIRED – Provide a summary of the data sources, collection methods, analysis and verification that were used 
GUIDANCE – Information from the full report should be abridged. 
 




REQUIRED – List the key findings 
GUIDANCE – Information from the full report should be abridged. 
Recommendations 
REQUIRED –  List the recommendations that came out of the discussion with your manager about the opportunities 
that were included in the full report 
GUIDANCE – These need to be achievable. They must align with the issue that was investigated. 
Appendices 
REQUIRED – Add documents associated with the assessment that support the recommendations 
GUIDANCE – Include only what is relevant. 
Document Management 
REQUIRED - Provide details of where the files associated with this assessment are stored 
GUIDANCE – Include links to where the documents and data are held. 
 
Your name 
Assessment owner / Job title 
Date 
